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Greetings from the Crew,  

Thanks so much for your interest in hiring out our venue. By accepting any 

quote sent out by our team you are accepting that you have read and 

understood all terms, conditions and additional information provided below. 

Zachary Kearney, 

Events and Operations.  
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1. Hire Information and Specifics. 

➢ Venue Hire  
We do not charge a “venue hire” fee for hiring out the PowWow Room; there is only a minimum 
spend requirement. The minimum spend is $1000.00 and this secures the room for you from 5 pm 
until midnight approximately (These times can be extended upon request/prior agreement). 

➢ Deposit and payment  
We’ll send you a quote and once you’ve accepted it, we will then issue a deposit invoice which is 
40% ($400.00). This must be paid to “secure the date”. The remaining 60% ($600) must be paid 7 
days prior to the event. 

If you are not setting up a bar tab for your guests i.e. guests purchasing their own drinks, then the 
next business day after the event we will refund the full amount, or the balance if your group does 
not reach the whole minimum spend.  

➢ Catering  
We cannot supply in-house catering for your event. Bar snacks are available, but for meals or large 
spreads, we recommend a caterer. 

We are happy and able to make a few suggestions for you or you’re welcome to bring in your 
preferred caterer to provide for the event.  We will require their contact details so we can make sure 
everything is properly quoted and prepared. 

➢ Equipment (AV) 
We have a range of equipment here at The Pow Wow Room and all your AV requirements come with 
the “room hire”. There is a large wall-mounted TV with USB and HDMI connections and we have 
several different options for audio. We can accommodate bands and DJs as well as supply some of 
the general equipment they would need to set up for the event. There are also microphones for 
speeches etc… 

➢ Equipment (furniture etc…) 
We have a range of different types of furniture for set up. Café tables, tall bar leaners, booth seating 
and also a stage that can be set up. This all comes with the “room hire” and we can set up the room 
furniture for you if you wish. If you’d like to come in and see the room layout to assist in the 
planning of your event, send me a few dates and times when you’re free for a visit. 

➢ The quote 
We use an online quoting system here. The quote will come to you via email and you simply need to 
follow the link to view your quote. Our quotes are also client interactive so if there is more than one 
option, you can make that choice yourself before clicking the “accept” button.  

Once I have sent you a quote, I will add your event to our calendar as a “provisional booking”. 

If someone else makes a request for room hire before you confirm and/or pay the deposit, then I will 
get in touch first to see how you are getting along and if you are still interested in the room.  

If you are, I’ll issue 24 hours’ notice to accept the quote and 7 days to pay the deposit. 
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2. Pow Wow House Rules. 
➢ Decorations must not in any way damage the venue’s aesthetics.  

Hanging methods such as sticky tape, cellotape or duct tape must not be used on the walls. 

Methods such as Blue-tac, 3M hooks and other paint-safe temporary adhesives are 

acceptable.  

The two girders are available for all methods of temporary decorations. 

➢ NO Glitter, Confetti or similar.  

➢ The Pow Wow Room is a licensed premise, and as such, all liquor laws and regulations must 

be obeyed. Guests who appear to be under 25 will require a current and acceptable form of 

ID to enter the venue and purchase alcohol. These are a New Zealand Driver’s License, a 

HANZ 18+ card or International Passport.  

Other forms of ID, such as student ID or foreign identification, cannot be accepted. 

➢ Water, soft drinks and bar snacks are always available. Intoxication will be monitored and 

managed according to the discretion of bar and venue staff. We reserve the right to refuse 

entry or service to intoxicated guests.  

➢ Minors entering the venue must be accompanied by a parent or legal guardian. 

➢ While Dakota bar and The Pow Wow Room share a building, guests are not allowed to move 

between the two with drinks. Guests are welcome to purchase drinks at either bar, but 

please finish them before moving from one space to the other. 

➢ Please respect our equipment. While the sound system is here for guests’ enjoyment, music 

should be kept to a reasonable level and avoid damaging our speakers. 

➢ An Excessive damages and clean up fee will invoiced to you after the event only if – 

- Our Cleaning bill exceeds $100 

- Our equipment and/or venue is damaged and needs outsourced repair. 
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3. Terms and Conditions. 
➢ Quotes –  

- are valid for 30 days. However, Wellington Entertainment Group reserves the right 
to modify or cancel any quote at any time but will only do so after providing notice 
to the customer. 

➢ Payment –  
➢ Deposit for events with bar open –  

-  We require a $1,000.00 minimum spend and this acts as your deposit. This will be 
refunded to you after the event should reach the minimum spend. 

- If you have a bar tab on the night that exceeds $500.00 then this amount will be 
deducted from the bar tab leaving you the remainder to be paid. 

- In the event of someone requesting the same date as you - If you have paid the 
deposit then the date is yours. If you have not yet paid the deposit, then we will get 
into contact to make sure you are still going ahead. You will then have 24 hours to 
pay the deposit to secure the date. If you have not, then we will move forward with 
the new booking request. 

➢ Deposit for events with bar closed –  
- We require a 40% deposit to secure our services for the day. 
- In the event of someone requesting the same date as you - If you have paid the 

deposit then the date is yours. If you have not yet paid the deposit, then we will get 
into contact to make sure you are still going ahead. You will then have 24 hours to 
pay the deposit to secure the date. If you have not, then we will move forward with 
the new booking request. 

➢ Final payment –  
-  Your final bill can be settled either on the by eftpos payment at the bar on the day 

or -  
-  With prior agreement we will send through an invoice the next business day after 

the event to be paid within 7 days of the event being held. 
➢ Refunds for cancelation of event –  

- 60 days or more prior to the event - we will refund the full amount paid. 
- 30 days or more prior to the event - should you have already paid the full amount 

due we will refund 60% of the total bill retaining the deposit. 
➢ Change in date of event –  

- 60 days or more prior to the event - Subject to availability we are more than happy 
to move the event date for you as well as any moneys paid. 

- 30 days or more prior to the event – Subject to availability we are more than happy 
to move the event date for you, and we will retain 50% of the deposit amount re-
issuing a deposit invoice for the amount specified to be paid to re secure your new 
date. 

- 15 days or more prior to the event – Subject to availability we are more than happy 
move the event date for you and we will retain 75% of the deposit amount re-issuing 
a deposit invoice for the amount specified to be paid to re secure your new date. 

- Within 15 days prior to the event – Subject to availability we will retain the full 
deposit amount and re issue a new deposit invoice to be paid to secure your new 
date. 

➢ Damages –  
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- You will be responsible for full renumeration of any wilful damages made by yourself 
or any guest attending any event you are holding here at The Pow Wow room. 

 

➢ Items included as hire equipment – 
-  or any other plates or dishes used to serve or deliver catering items remains the 

property of Wellington Entertainment Group (referred to as the Equipment). The 
customer agrees to take proper care of this Equipment and shall indemnify 
Wellington Entertainment Group against any damage, breakage, loss or loss from 
theft. Wellington Entertainment Group is not liable for any loss suffered by the 
customer or liability incurred by the customer as a result of damage or breakage to 
the Equipment. 

➢ If the customer is not present for the return of Equipment to Wellington Entertainment Group –  
- they shall not be entitled to dispute the condition and quantity of the returned 

Equipment. Where the equipment is left at a venue and Wellington Entertainment 
Group collects the Equipment either the next day, or later, the responsibility and 
liability of damage, breakage or loss remains with the customer. 


